EMPLOYEE SELF SERVICE USER GUIDE

MY COMPENSATION

The My Compensation Page located under My Info Tab allows you to access your personal data recorded in the
Payroll System. This information includes:
1. Jobs
Issued Checks/Advices
View W-2 Tax Forms
Pay Summary
Deduction Summary
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1. Jobs

Click on My Info then select My Compensation. The Jobs Page will automatically open and list your employment
history within Fulton County.
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= Click on My Info then select My Compensation.

The Jobs Page automatically load and display current
and previous employment information within Fulton

County.
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2. Issued Checks/Advices — Viewing Saving and Printing Check Stubs

I.  Click on My Info Tab
II.  Click on My Compensation Tab then select Issued Checks/Advices
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My Information | My Campenul-on-l Disposition:
means

Jobs I Pay Summary | Deduction Summary  Issued Checks/Advices = View Tax Forms (ex. W-2) I

o
s Sections: Dispostion information  Payment Summary In formation dirECt de':osit and
= :  Dispostion Informatio yment Summary tio 2
a Under My Compensation Tab, Selectlssued Checks/Advices
> means paper check.
= ==
8] |ssued Checks/Advices /
e Appointment 1D Title Check Date  Check Number  Net Pay Amount Type of Chey Description Disposition Disposition Date
E v ADMIN ASST W 1003.61 Re-gular E4 Payrol-Control Disb Cleared Payment 0 1
E ADMIN ASST N 1003.61 Regular E4 Payrol- Dssb Cleared Payment 0
ADMM ASST Il 1003.58 Regular E4 Disb Cleared Payment 0
ADMN ASSTE 100285 Regular E4 Payrol-Conl Disb Cleared Payment 0 13
ADMIN ASST W 100284 Regular E4 Payro#-Control Disb Cleared Payment o 13
ADMIN ASST 1002 84 Regular E4 Payrod-Control Disb Cleared Payment 02162013
ADMIN ASST N 1002 84 Regular E4 Payrod-Control Disb Cleared Payment 02022013
ADMIN ASST 100285 Regular E4 Payro#-Control Disb Cleared Payment 0112013
ADMIN ASST M 1002 84 Regular E4 Payrod-Control Disb Cleared Payment 01052013
ADMIN ASSTH 1028.86 Regular E4 Payrod-Control Disb Cleared Payment 12222012

[ First QL Prev J Next i Last o [T TRRTn Navigation Buttons to Qi )| sl Click on Attachments
move to the next page

1. Select the Check Date from Grid and Click on|Attachments |
1




IV. Click Download

MYCOMP - Issued Checks | Advices Attachments

Date

File Name Type

User ID

~ 138736000_S483643.PDF Standard 4/28M3 jmccrae

mrevﬂm Last

=<
File Name : 138736000_5483643 POF Description:
Type : 1
Date :
UserID:

Return to MYCOMP - iIssued Checks / Advices
View Attachment History

V.  Click Open to view your paycheck stub.
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‘ile Download

Do you want to open or save this file?

& Name: 138736000_5483643.POF
Type: Adobe Acrobat Document
From: wdclavstl.co.fulton.ga.us

===

@ While files from the intemet can be useful, some files can potertially

harm your computer. ¥ you do not trust the source, do not opan or
save this file. What's the rgk?

VI.  Paycheck Stub will Display in PDF format.

Click on Download to
download the attachm ent for
the selected check date.
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Issued Checks/Advices Continued- Viewing Pay, Deduction and Fringe Details

To view your pay check information, click on Issued Checks/Advices, under My Compensation Tab. The grid
will display the Issued Checks and Advice by pay date. The information below grid displays the details of the
selected record and lists the pay, deduction and fringe details.
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My Information
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My Compensation

Jobs | Pay ary | Deduction Summary | Issued Checksifdvices | View Tax Forms (e

Sections: Dispostion information  Payment Summary infiormatiol
Under My Compensation Tab, Selectlssued Checks/Advices Disposition:
mean
i direct depositand
1 Appointment ID Title Check Date  Check Humber  Het Pay Amount  Type of Check  Bank Account Bank Account Description | Disposition gllpus-lmn Date Mmm
- ADMIN ASSTE 05032013 1003.61 Regular Cleared Payment
I ADMIN ASSTE 041592013 1003.61 Regular Clearsd Paymant mean paper ChECk
4 ADUIN ASST B 04052013 100359 Regular Clearsd Payment
ADUN ASSTE 02222013 1002 8 Regular Cleared Payment
ADUIN ASSTE  OMD&2013 100284 Regular Cleared Payment The gnd Wl" dlsplay the
ADMIN ASSTE 02222013 100254 Regular Cleared Payment h k b d t
ADMN ASSTH 02082013 100284 Regular Cleared Payment checks y ate.
ADMIN ASSTHE 01252013 1002.85 Regular Cleared Payment
ADMIN ASSTE 01112013 1002.84 Regular Clearsd Paymant
ADMIN ASST R 12282012 1028.86 Regular Cleared Payment
LD € m.li - [ Atachmart: J
@ W o Use the Navigation Buttons
l to move to the next page
-k
w Disposition Information
Appointment ID Type of Check : Reguiar
Check Date
Combined Check : 0.0000 . .
Bank Account ombined Fhee The information below
Disposition : Cleared Payment . .
Bank Name L the grid displays the
Check Number Disposition Date : 042772013 A
details of the selected
~ Payment Summary Information record.
Payroll Number : Gross Pay Amount : 1306 46
Title : ADMIN ASST Il Total Deductions Amount : 302 85

Net Pay Amount : 1003 61
FICA Wage : 1302 30
Fringe Benefits : 389 23

| Pai Details k

Appointment ID Pay Category Pay Event Type Event Date Input Amount Dollar Amount Document Code Document Department Pay Detalls dlsplay the Pay

v REGLR REGLR D4ZI2013 TS 28171 TAD 210
REGLR REGLR 041072013 80:00 130646 Caterry and InPUt
PEICK PSICK 0472372013 31:30 51442 TaD) 210 Amount used tﬂ calc"’"ate
REGLR REGLR D4ZI2013 3130 51442 TAD) 210 your hours worked or
PVALT PVACT DAZI2013 17015 2.7 TAD 10 dollar amount to be paid.

| Deduction Details |
ppointment ID  Ded Category Deduction Type Deduction Plan  Event Date Doliar Amount Document Code  Document Departmen Deducﬁon Deta"s dlsplay

¥ LIFEB LFE INS BAS LFE BASIC 05032013 0.78 .
VISON VISION NS VISION NS 05032013 3 the Dequcﬂon category and
WOENT WANEDENT  WANEDENTAL 05032013 0,00 Deduction Type and Plan
WHLTH WAINVE HLTH WAIVE HLTH 05032013 0.00 that are deducted from your
FICAE FICA TAX FICA TAX 050372013 80.74 gross pay.
WEDIC MEDICARE TAX ~ MEDICARE TAX 050032013 1588
DCom D COMP ICHA D COMP ICHA 0532013 65,32
4014 401A DC PLAN 401A DC PLAN 05032013 76.39
FEDTX FEDERALTAX  FEDERALTAX  (0SAX2013 0.00

STATE TAX STATE TAX 050372013 5482

STTAX

[ Prev ] Navigation buttons will appear if more
information is on the next page

<

Appointment ID  Fringe Category Deduction Type  Deduction Plan  Event Date Dollar Amount Document Code Document Depar Fringe Deta"s dlsplay the

o LF M LFEMATCH  LFEMATCH 042302013 237 Fringe Categories that
WIS M VISION MATCH  VISION NS D4V2013 488 Fulton County contributes
FICM FICA TAX FICA MATCH 04232013 80,74 to your Benefits.
WED M MEDICA MATCH  MEDICA MATCH 047232013 18,88 PLEASENOTE:
457M2 4STPLANMAT  401AENPLYR4+% 042232013 2613
anu 4IAEMPLYR  401A EMPLYR 04232013 104,52 E@'I'!.EEEET—I? ICI',l-IN? 3 glfg
RHI I RETHLTHM  RETHLTHM 047232013 150.37
DEPM LFEDEPMAT  LFEDEPMAT 047232013 161 PAY §TUB




3. Viewing Your W-2 Form

I.  Click on My Info Tab
II.  Click on My Compensation Tab then select View Tax Forms (ex. W-2)
Ill.  Select the Tax Year from Grid and Click on Attachments
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My Information My Compensation |

Jobs | Pay Summary | Deduction Summary | issued Checksiadvices | View Tax Forms (ex. w-2) |

Click View Tax Forms (ex. W-2) under My Compensation Tab

=
View Tax Forms (ex. W-2)

=} Tax Year Tax Form Federal TaxID
v 2012 W2 <—— Select the year in the grid then click Attachments
=

[ EEmmmel<

V. Click Download V. Click Open to View your W-2 Form

File Download )

AMSAdvantage ESS

Do you want to open or save this file?

na: Name: 0000044594 _586001729_2012.pdf
Type: Adobe Acrobat Document
From: wdclavstl.co.fulton.ga.us

File Name Typo Date User 1D

«oooooussdsasoonzszmzpms:maamsnma sa
e = |[ Save | | Cancel |

Click Download to
download the W2 for

Download <

F"’mf‘:“““” Deseription: | the selected year.
Date;gnsn:g = ’ - mefksfmthe“mcmbeuw mfkscmpdww
UseriD:sa @ ham your computer. ff you do not trust the source, do not open or
save this file. What's the risk?

Return to MYCOMP - Empioyee Tax Forms
View Attachment History

m

VI. W-2 Form will Display in PDF Format

a Employee's social security number This ng to the Service.If you
are required to file a tax retum.a ce p y or other
OMB No. 1545-0008 be on you if this in > is taxable and you fail to report it
b Employer identification number (EIN) 1 Wages, (lps other compensation 2 Federal income tax withheld
18091.16 471.95
c Employer's name.address. and ZIP code 3 Social security wages 4 Social security tax withheid
19722.77 1222.81
FULTON COUNTY 5 Medicare wages and Ups 6 Medicare tax withheid
A ORIy 1972277 285.98
7 Social security Ups 8 Allocated tips
0.00 0.00
d Control number 9 10 Dependent care benefits
e 0.00
e Employee’s first name and initial Last name 11 Nonqualified plans g 12a See instructions for box 12
0.00 £  pp | 2619.00
[ 13 Statutory  Retrement Thirdpary £ 150
empioyee  pian sickpay b
X - 375.67
14 Other £ 12c
=
1 |
k 120
5
f Employee’s ac [
15 State Employer's state ID number |16 State wages. tips. etc. 17 State income tax 18 Local wages. tips, etc. 19 Local income tax 20 Locality name
________ 00 _________} ______ 000 |
0.00 0.00
Wage and Tax Department of the Treasury —Internal Revenue Service
Form w—z Statement Safe, accurate @
FAST! Use
Copy ©C—For EMPLOYEE'S RECORDS (See Notice o
Employee on the back of Copy B.)




4. Pay Summary
Select Pay Summary under My Compensation Tab to view annual and quarterly totals by Pay Category.
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. sobe | Pay Suminary | Deduction Summary | msued Checkaiadvices | View Tax Forms (ex W-2) |
S
= Under My Compensation The Pay Summary Displays Annual and Quarterly Totals by
i Tab, Select Pay Summary. Pay Category.
= C—
- =TS Pay Summary
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I [ First i Preve I Next ] I ‘—' Use the Navigation Buttons to move through the years I

Total Annual Amount : 28 701 39 —
[Total Quarter 1 Amount : 19.269 27 The St y located at the bottom of the page will display
[Total Quarter 2 Amount : 9,432 12 the totals for the year you have selected in the grid.

[Total Quarter 3 Amount : 0.00
Total Quarter 4 Amount : 0 00

Clicking Search can narrow
| Yyou search to specific years
and pay type/category.

&= Search - Windows Internet Explorer

Year From : 2013 Pay Type :

Year TO: 2013 Fringe Pay Type :

5. Deduction Summary
Select Deduction Summary under My Compensation to view annual & quarterly totals by Deduction Category.

My Information | My Compensation [l]

Issued Checiksiadvices | Wiew Tax Forms (ex. ¥

sobs | Pay Summary  Deduction Summary

Under My Compensation Tab, The Deduction Summary displays Annual and Quarterly
select Deduction Summary Totals by Deduction Category.

- Deduction Summary

Year Tax Entity ID § Deduction Categol

Ca Annual Cap Amount

Annual Amount First Quarter Amount Second Quarter Amount Third Quarter Amount Fourth Quarter Amount Catego

[“Prev ] CELD == |Jse the Navigation Buttons to move through the years

Total Annual Amount : 23, 701.39
The Summary located at the bottom of the page will display

Total Quarter 1 Amount : 19 269 27

rotal Quarter 2 Amount : 9.432.12 ¢l the total for the year you have selected in the grid.
Total Quarter 3 Amount : 0.00
Total Quarter 4 Amount : 0.00

Clicking Search can narrow
—| you search to specific years
and deduction category.

&= Search - Windows Internet Explorer | = | =]

) Year From : 2013
Year To: 2013




